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Moodle Syllabi Instructions

Perform the following tasks in each of your classes before the beginning of each semester.
1. Upload your syllabus to the Syllabus folder in the Files area. See Posting the Syllabus in Your Class.

2. Use the Syllabus block to submit a copy of your syllabus to Professional Support Services (PSS). See Submitting Your Syllabus to Professional Support

Services (PSS).

Posting the Syllabus in Your Class

Do the following to upload and post your syllabus to a class in Moodle.

N o

1. open your Firefox browser. ) Alverno Moodle - Mozilla Firefox

File Edit Wew History Bookmarks Tools Help
=

€3 Alverno Moodle

2. Type the following in the address bar: &)

ra http:/fmoodle.alverno.edu/

http://moodle.alverno.edu 1 Most visited

Alverno

C OLLEGE

) Getting Started LatestHeadlines ! Alverno College - Tec... .. Alverna

3. Press the Enter key.

Home My Courses DDP 1oL Library Email

2° Site news
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4. Click the Login link. You are nof logged in. {Login|
Alverno

COLLEGE

Click the Login link.

Home My Courses DDP 1oL Library

2° Site news

5. Enter your Alverno network username and password. AlV 0
€C OLLEGE

Note: Your Moodle password is linked to your network password,

so your Moodle password changes when you change your Alverno

network password. Home » Login fo Alverno network
username and password.

o

6. Click the Login button. k
Login here using Jour username and password

({Cookies must be¥@nabled in your browser] e

Username | pinkowkm

Fossword | geeseses

Some courses may allow guest access

Forgotten your usernome or password?
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7. To enter a class, click its link.

Note: Clicking on the My Courses link in the header of the page e M Coumes R
displays all your courses. .

Available Courses

Click to enter the

8. Once you are in a class, go to the Administration block, and click

the Files link. & Turn editing on
1, Settings

Grades
Outcomes

=i Backup
‘& Restore
B Import
% Reset

B Reporis
Lal Questions

ol Files

l"D

9. Click the Syllabus folder to open it.

O )

| 4 boackupdata

|With chosen files... V|
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10. Click the Upload a File button.

Files » Syllabus

“’ -'ri-_l'l. Iiv_-. = M)
& Parent folder

|With chosen files... b

@&

11. Click the Browse button. Files = Syllabus

Upload a file (Max size: 5000MB) --= /Syllabus

_Bmw\s B..
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12. Select your syllabus, and click the Open button. File Upload 21X
Look jn: | My Documents v| Q2 e -
Ty () authorGEN Projects () Mew Folder
[ﬁ cache [C3)Recordpad
My Recert | |CDCamtasia Studio [C)SMART Motebaok
Documents [ChDatatel [C2)Snagit
= [CDownloads [C)Snagit Stamps
[ : [Chgegl-0.0 ) TurningPaint
Deskiop [CIMy Adobe Captivate Projects Cwintegrate
My Articulate Projects B Default.rdp
gﬁlﬂy Dropbox

J )My Fragments () Tmd 101 syllabus. docx
My Music
)My Motebook Content

My Documents

@My Pictures
" LMy Received Files
o vy videos
Ity Computer
i
File name: |Imd 101 syllabuz docx V| &n

My Metwark Files of type:

All Files v| an

13. Click the Upload This File button.
Upload afile (MMax size: 500MMB) = /Syllabus
Your syllabus has now been uploaded to your course.

C\Documents and Settings\pinkowkm\My Documents‘nlrr” ‘Browse...
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14. Use the breadcrumbs trail to go to the front page of your course. | &

@ Files » Syllabus
o

File uploaded successfully
Click the name of your course |

to return to the homepage. i
| ===

:ﬁ Parent folder
| @ Imd_101_syllabus.docx

15. Open the Syllabus folder on the front page of your course. Home »Semester Courses »20115S » 20115S-TST-101-01

Note: This folder is a link to the contents of your Syllabus folder in

the Files area. Topic outline

& announcements

Mon Tue Wed Thu Fi Sat Sum ( " | S'-ffllﬁbus )
5 7 a8 9 0 1

16. Verify your syllabus is in the folder.

Alverno

C OLLE GE

Home My Courses DDP 10L Library Email

Home rSemester Courses »2011583 » 201158-T8T-101-01 » Resources » Syllabus

12.4KB Juby 28 2011, 03:12 PM

=] Imd_101_syllabus.docx
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Submitting Your Syllabus to Professional Support Services (PSS)

Do the following to submit your syllabus to PSS.

Alverno
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1. If you are not already in one of your Moodle courses, enter
a course by clicking its link on the Moodle homepage.

Note: Clicking on the My Courses link in the header of the
page displays all your courses.

Alverno

C OLLEGE

L nc V Sig
AED 420: Adult Education Practicum
Teacher: Mariyn Ready

Click to enter the

we students the opportunity io

s as wll as prepors

adwvanced level iraining materials and invilafiona

feedback

2. Click the Turn Editing On button.

Alverno

Home My Courses DDP 1oL Library Email

Home »Semester Courses »201185 » 201155-AC-434-01

You are logged in as Kathy Pinkowsky [Logou§

ﬂn
_—i——}

My Dashboar

3. Locate the Syllabus block on the right column of your
course.

Submit to PSS

Submitting Your Syllabus to Professional Support Services (PSS)
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4. Do one of the following:
o If the Submit to PSS text is not showing in the blue
section of the Syllabus block, click the eye icon to open

. I

e [f the Submit to PSS text is showing in the blue section
of the Syllabus block, continue to the next step.

5. Click the Submit to PSS link.

6. Click the Browse button.
Submit Course Syllabus
Important: If the Submit Course Syllabus page does not

appear, click the System Resource — Do Not Edit or Delete Requirements for syllabi can be viewed on the Launchpad: Syllabi
link at the bottom of the page that opened instead of the Requirements [Note: You will be asked to log in to the Launchpad
Submit Course Syllabus page. . .

with vour Alverno username and password.)

Semester; 201155
Course; 13T-101-01
Instructor: Kathy Pinkowsky

Username: oinkowkm

Syllabus: '

” Submitting Your Syllabus to Professional Support Services (PSS) Revised 8/10/2011
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7. Select your syllabus.

File Upload

9

My Documents

ﬁgrﬂy Pictures
" LMy Received Files
- 8y videos
My Computer
3
File name: |Imc| 101 syllabuz docx V| en
My Network | Files of type: Al Files v| =

)
X

My Articulate Projects
gflMy Dropbox

[E]My Fragments

My Music

)My Motebook Content

Look jn: | My Documerts v| Q2 e -
8. Click the Open button. i L3 authorGEN Projects [CiMew Folder
L\b cache [C3)Recordpad
My Recert | |CCamtasia Studio [C)SMART Motebook
Documents [ChDatatel [C2)snagit
= [CDownloads [C¥Snagit Stamps
[ c [Chgegl-0.0 ) TurningPaint
Deskiop [CIMy Adobe Captivate Projects Ciwintegrate

B Default.rdp

(1 Tmd 101 syllabus.docx
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9. Click the Submit button.

Submit Course Syllabus

Requirements for syllabi can be viewed on the Launchpad: Syllabi
Requirements [Note: You will be asked to log in to the Launchpad
with vour Alverno username and password.)

Semester: 201153
Course: T3T-101-01
Instructor: Kathy Finkowsky

Username: Dinkowkm

Syllabus: |C:1Dc:cuments and Settings'pinkowkm’My Documents‘." ‘Browse_!

(=)

10. Close the Submit Course Syllabus window. se Syllabus - Mozilla Firefox [Z][E][Z]-_

{abusfsyllabus_ﬂ:rm.php?fullname=Kathy Pinkowsky&username=pinkowk 7 [ ()

Thank you for submitting your syllabus. To return to Moodle please close this
window.
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11. The syllabus submission process for this course is now
N Semes1er Courses »20118S » 201185-TST-101-01 » Resources » System Res
complete. Make sure to repeat this procedure for each of ~—
your courses. Click here to see a list of your courses.

Please use the breadcrumbs to return to your course homepage.

12. Click the Home link in the breadcrumb trail to return to a list
of all your courses.
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